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I  UNITED  S^TES  DEP ARDENT  OF  AGRICULTURE 
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:  Number  118  January  7,  1948 

#  : 

   .  J  .   KA  PROCEDIJRE  JRMSWLITTAL 

HONOR  A'.'ARDS:    .-  stablish'es  polic3'-  and  procedure  for  HAA's 
Honor  ;^ards  crogramc     A  SECOND  HONOR  AWARD  CEFHiONi  FOR 
PRESENTATIOl^  OF  IISTEiGUISHED  M  SUPERIOR  SERVICE  AimRDS 
TO  QUiLIFYBIG  B.PLOYEES  OF  THE  D:^P.AK'a  ElIT  IS  BEING  PLi-_lt]ED. 
TO  RECEIVE  CONoirERi.TION  AT  THIS  PM;^SD  CER3^- 01-11,  NQviINi'- 
TIONS  L'UST  BE  TF^'JJSMITTEL  BI  TSiE  TO  FEIACH  BFA-I^'CH  KEY 
li/IAN..GEIiiENT  RElPi-iSEilTATIVES  Hi  W.^SHIircTON' NO  I/-7ER  TH;j\f 
MUiJ?!  31,  1948,  ^J^D  SHOULD  BE  TH/iiStAlTTED  EARLIER  IF 
POSSIBLE,   JFi  ORDER  TO  r'Ffl^ilT  THOIDUGH  REVIETd^  OF  i-LL  Nd;  NA- 
TIONS mD  ACCTJiiUD'vTION  0?  ANY  ;.DDITIONiX  DATA  OR  MFORfdATION 
NEEDED.    NQAINATIONS  FOR  ODNSI^EFu.TION  FOR  THE  CERMONY  NOW 
BEBJG  PUJ^INED  l.UST  REACH  7'HE  OFFICE  OF  PSRSOll-IEL  NO  LATER 
THi^  FEBRUARY  15,  1948. 


FOm-i  PI^.-417 
8-11-47 


  .    ...  An  extra  copy  is  attached  for 

circulation  to  all  employeeso    Remove  Instruction  104«3 
dated  7-1-47  (but  retain  Secretary's  Memorandum  1186 
which  is  attached  to  it)  and  substitute  the  attached  re- 
vision.   Distribution  (A)  (B).     (Advance  distribution  is 
beijQg  made  of  this  Procedure  Transmittal  -  PT  117  will  be 
distributed  vdthin  a  few  daysg ) 

NCMINATION  FOR  HONOR  AWARD:    Make  the  following  changes 
in  the  Forms  Manual  Insertion:    Change  instructions  for 
"Preparation"  to  read  as  follows;    "Distinguished  or 
Superior:    Original  and  9  copies  by  initiating  person," 
Change  instructions  for  "Distribution"  to  read  as  fol- 
lows:   "Original  and  9  copies  to  Branch  Key  Management 
Representative  in  Washington^  'who  retains  one  copy  and 
sends  balance  to  HiA  Key  Management  Representative.  One 
copy  is  retained  tor  the  Central  TlEk  Management  Improve- 
ment and  Suggestion  Av;ards  Committee  files  and  the  original 
and  7  copies  are  sent  to  the  Office  of  Personnel."  Distri- 
bution:   (A)  (B). 
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UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Produoti'Mi  and  Marketing  Admini  strati  en 

FMA  10ij.*3 

KONOR  AWARDS 


I  GENERAL 

This  Instruction  establishes  policy  and  procedure  for  the  FMA  Honor 
Awards  progra^i,  which  will  be  conducted  in  full  accordance  with  the 
policy  and  program  established  by  Secretary's  Memorandum  1186» 

II  INITIATION  OF  NOMINATIONS 

Employees  will  be  considered  for  av/ard  on  the  basis  of  nominations  made 
in  their  behalf,  either  through  fellov/  workers,  superviaors^  branch 
directors,  or  other  persons  familiar  v/ith  thoir  work«    Any  employee  may 
submit  nominations.    All  supervisors  and  adiainistrative  officials  are 
directed  to  review  the  work  of  their  employees  and  the  organizational 
units  Tonder  their  direoticy^,  and  nominate  for  awards  any  individual  'or 
group  of  individuals  who  appear  to  qualify  for  consideration  under  the 
requirements  of  Secretary's  Memoranda  1186, 

III  PREPARATION  OF  NOMINATIONS 

Nominations  shall  be  prepared  and  submitted        Form  PMA-Ul?  in  accord- 
ance with  the  Forms  Manual  insertion*    In  addition  to  the  information 
required  by  the  form,  the  salary  of  the  nominee  shall  be  shown  folliar/- 
ing  his  title  in  the  "Title  of  Positionj"  spac«^«    The  nominee  ts  name 
should  be  shown  as  it  would  be  desired  to  appear  on  an  award  certifi- 
cate if  one  were  issuedo    Nominations  must  state  specifically  the 
achievement  warranting  the  nomination  and  must  contain  complete  and 
factual  justification,  without  unnecessary  detail  and  elaboration^ 
Reference  to  published  or  other  material  compiled  by  the  nominee  nesd 
not  be  supported  by  submission  of  the  materials.    However^  such  material 
must  be  available  upon  request, 

IV  NOMINATIONS  WHICH  DIPLICATE  PREVIOUS  NOMINATIONS 

Supervisors  and  administrative  officials  shall  review  and  consider  for 
resubmission  any  nominations  which  were  previously  submitted  and  failed 
to  receive  favorable  consideration  for  an  award,  since  resubmission  of 
such  nominations  is  not  barred©    If  nominations  were  previously  sub- 
mitted, but  were  not  received  in  time  for  consideration  for  a  previous 
ceremony,  they  need  not  be  resubmitted  by  the  supervisory  personnel, 
but  it  is  the  responsibility  of  the  Key  Management  Representative  to 
review  any  such  nominations  and  consider  them  for  submission  the  same 
as  new  nominations « 
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HONOR  AWARDS 


V        REVIEW  AWD  SUmiSSION  OF  NOMINATIOIIS 

Nominations  shall  be  subnitted  through  regular  administrative  channels 
to  the  Key  Management  Representative  in  the  nominee's  branch  or  staff 
office  in  Washington.    The  Key  Management  Representative,  in  collabora- 
tion v/ith  the  branch  director  or  staff  officer,  or  officers  authorized 
to  act'  for  them,  shall  review  all  nominations  for  form  and  adequacy  and 
shall  obtain  any  additional  information  or  data  needed  to  assure  proper 
consideration.    An  indication  of  the  criteria  used  by  the  boards  in 
recommending  nominations  for  the  Secretary's  approval  can  be  secured 
by  reviev/ing  the  citations  contained  in  the  Program  of  the  l^Ul  Honor 
Awards  Ceremonies,    The  Central  FMA  Management  Improvement  and  Suggestion 
Awards  Committee  shall  be  responsible  for  review  and  final  agency  approval 
of  all  nominations,  and  for  submission  of  nominations  to  the  Director  of 
Personnel  for  Departmental  action. 


*    *  * 


INFORMATION  FOR  ALL  EMPLOYEES 
PLEASE  CIRCULATE 


UNITED  STATES  DEPARTMENT  OF  AGRICULTURE 
Produotior.  and  Marketing  Adrnini  strati  en 

HIA  10hi>3 

HONOR  AWARDS 


I  GENERAL  , 

This  Instruction  establishes  policy  and  procedure  for  the  PMA  Honor 
Awards  program,  v/hich  will  be  conducted  in  full  accordance  with  the 
-policy  and  program  established  by  Secretary's  Memorandum  1186» 

II  -  INITIATION  OF  NOI-IINATIONS 

Employees  will  be  considered  for  award  on  the  basis  of  nominations  made 
in  their  behalf ,  either  through  fellov/  workers,  supervisors ,  branch, 
directors,  or  other  persons  familiar  with  thoir  work.    Any  employee  may 
submit  nominations.    All  supervisors  and  administrative  officials  are 
directed  to  review  the  work  of  their  employees  and  th«  organizational 
units  under  their  directit?^,  and  nominate  for  awards  any  individual  or 
group  of  individuals  who  appear  to  qualify  for  consideration  under  the 
requirements  of  Secretary's  Memorandum  1186, 

III  PREPARATION  OF  NOMINATIONS 

Nominations  shall  be  prepared  and  submitted  ©n  Form  H'lA-Ul?  i^a  accord- 
ance with  the  Forms  Manual  insertipn*    In  addition  to  the  information 
required  by  the  form,  the  salary  of  the  nominee  shall  be  shown  foll(H^- 
ing  his  title  in  the  "Title  of  Position,"  spac«.    The  nominee ts  name 
should  be  shown  as  it  would  be  desired  to  appear  on  an  a^vard  certifi- 
cate if  one  were  issued*    Nominations  must  state  specifically  the 
achievement  warranting  the  nomination  and  must  contain  complete  and 
factual  justification,  without  unnecessary  detail  and  elaborations 
Reference  to  published  or  other  material  compiled  by  the  nominee  ne<sd 
not  be  supported  by  submission  of  the  material<^    Howeverj  such  material 
must  be  available  upon  request, 

IV  NOMINATIONS  WHICH  DUPLICATE  PREVIOUS  NOMINATIONS 

Supervisors  and  administrative  officials  shall  review  and  consider  for 
resubmission  any  nominations  which  were  previously  submitted  and  failed 
to  receive  favorable  consideration  for  an  award,  since  resubmission  of 
such  nominations  is  not  barred.    If  nominations  were  previously  sub- 
mitted, but  were  not  received  in  time  for  consideration  for  a  previous 
ceremony^  they -need  not  be  resubmitted  by  the  supervisory  personnel, 
but  it  is  the  responsibility  of  the  Key  Management  Representative  to 
review  any  such  nominations  and  consider  them  for  submission  the  same 
as  new  nominations. 
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HONOR  miRDS 


V        REVIEVI  AND  SURIISSION  OF  NOMINATIONS 

Nominations  shall  be  submitted  through  regular  administrative  channe]l.s 
to  the  Key  ManageTnent  Representative  in  the  ncminee's  branch  rr  staff 
office  in  Washington,,    The  Key  Management  Representative,  in  collabora- 
tion v;ith  the  branch  director  or  staff  officer,  or  officers  authorized 
to  act  for  them,  shall  review  all  nominations  for  form  and  adequacy  and 
shall  obtain  any  additional  information  or  data  needed  to  assure  proper 
considerationB ■  An  indication  of  the  criteria  used  by  the  boards  in 
recommending  nominations  for  the  Secretary's  approval  can  be  secured 
by  revietvirig  the  citations  contained  in  the  Program  of  the  19^7  Honor 
Awards  Ceremonies,    The  Central  PMA  Management  Improvement  and  Suggestion 
Awards  ■  Committee  s  hall -be  responsible  for  review  and  final  agency  approval 
of  all  nominations,'  and  for  submission'  of  nominations  to  the  Director  of 
Personnel  for  Departmental ^action* 


*    *    *  ■ 


INFORMATION  FOR  ALL  EMPLOYEES 
PLEASE  CIRCULATE 


